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1. | MASTER CARD INDEX:

4" ¥ 6" index cards arranged alphabetically by name of

applicant listing:

a. Registration Number

b. Name and Address

c.. Social Security Number

d. Certificate Number

e. License Grade

f. Number of Renewals

g. Expiratioﬁ Date of Latest Renewal

REGISTRATION FILE:

Folders established for each licensed engineer contain-
ing applications for examination, examination instruc-
tion sheets, examinations, license certificates and .
cancelled checks. This file is arranged by registration
number and indexed by an alphabetical card file.

FAILED EXAMINATIONS:

Similar to item 1 above, except applicant either failed
‘the examination or was rejected for other reasons.
Located in this file are applications for examination,
test forms and examination instructions.

Retain permanently.

Retain for five (5) years
from year of last renewal
and destroy. Purge files
annually.

Break file at end of each -
fiscal year. Retain for .
three (3) years after date
of last examination, then
destroy.
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